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STAFF SERVICES MANAGER |
Recruitment #104899-00104800-4MI10D

Department(s): Military Department

Opening Date: 4/30/2010 9:15:00 AM

Closing Date: 5/14/2010 5:00:00 PM

Type of Recruitment: Departmental Promotional

Salary: MONTHLY-RANGED-SALARY - $5,079.00 to $6,127.00
Employment Type: Permanent Full-time

Permanent Part-time
Permanent Intermittent
Limited Term Full-time
Limited Term Part-Time
Limited Term Intermittent

Exam Type: State-wide
Location(s): Sacramento

Go Back
EEQ

AN EQUAL OPPORTUNITY EMPLOYER TO ALL REGARDLESS OF RACE, COLOR,
CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARTIAL STATUS, IDSABILITY OR
POLIITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION. iT IS AN OBJECTIVE
OF THE STATE OF CALIFORNIA TO ACHEIVE A DRUG-FREE WORK PLACE. ANY
APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN
ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS
INCONSISTENT WITH THE LAWS OF THE STATE, THE RULES GOVERNING CIVIL
SERVICE AND THE SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

WHO SHOULD APPLY?

COMPETITION LIMITED TO STATE EMPLOYEES

Applicants must have a permanent civil service appointment with the State Military
Department OR must be: 1) a current or former employee of the Legislature for two or more
years as defined in Government Code § 18990; OR 2) a non-elected exempt employee of
the Executive Branch for two or more consecutive years as defined in Governemnt Code §
18992; OR 3) a person retired for two or more consecutive years as defined in Government
Code § 18991. Under certain circumstances, other employees may be allowed to complete
under provisions of Rules 234, 235 and 235.5.

NOTE: Applicants applying under Government Code § 18991 must provide
documentation of retirement or honorable discharge form the United States Military.

Candidates who meet the minimum qualifications as stated below may apply for this
examination at any time. Once you have taken the examination, you may not reapply
for twelve (12) months. All applicants must meet the education and/or experience
requirements as stated on this examination announcement.

DEFINITION
DEFINITION OF LEVELS

The Staff Services manager | level is typically the first working supervisor level. Employees
at this level supervise a small group of analysts performing journeyperson level work and
personally perform the most difficult or sensitive work. In the smaller departments or where
the particular Staff Services function is not fully developed, a Staff Services Manager | may
direct a function such as management analysis, budgeting, or personnel. In a medium to
large department, or in a central agency function, positions at this level may supervise a
portion of a function when it is so large as to require subordinate supervisors in terms of
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number of technical staff. On rare occasions, positions at this level may function as project
leaders, coordinating the work of others through task force type organizations. This
leadership role must be accompanied by a role as a highly skilled, independent consultant
with the ability to act authoritatively in a functional speciality. Positions allocated to this level
may be described by the following criteria:

(a) In a small- to moderate-sized department, directs a fully developed Staff Services
function such as personnel, fiscal, or management analysis.

(b) In a medium size department, directs a developing Staff Services function.

(c) Supervises a small group of professional or technical analysts through the Associate
Analyst level with responsibility for a major subsection of a Staff Services function.

(d) Functions as a recognized authority in an area of extreme sensitivity, with ongoing
coordinating responsibility ove rother analysts in a senstive area of a departmen's operation,
usually on a task force or project basis.

(e) Directs a variety of Staff Services functions in a very small department as Chief of
Administrative Services.

(f) Functions as a nonsupervisory staff specialist in a difficult and sensitive program
development, policy, or coordination position.

MINIMUM QUALIFICATIONS
STAFF SERVICES MANAGER |

EITHER |
One year of experience in the California state service performing analytical staff
duties of a class with a level of responsibility not less than that of Associate
Governmental Program Analyst.

(Applicants who have completed six months of service performing the duties as
specified above will be admitted to the examination, but they must satisfactorily
complete one year of this experience before they can be eligible for
appointment.)

ORI

Experience: Three years of increasingly responsible management, personnel,
fiscal, planning, program evaluation, or related analytical experience beyond the
trainee level which shall have included the preparation of reports and the
presentation of recommendations to management, at least one year of which
must have been in a full journeyperson technical capacity. (Experience in the
California state service applied toward this requirement must include one year
performing the duties of a class with a level of responsibility not less than that of
Associate Governmental Program Analyst.) (In appraising experience: more
weight will be given to the breadth of pertinent experience and the evidence of
the candidate's ability to accept and fulfill increasing responsibilities than to the
length of the experience.) And

Education:  Equivalent to graduation from college. (Additional qualifying
experience may be substituted for the required education on a year-for-year
basis.)

EXAMINATION INFORMATION

This examination will consist of a Qualifications Appriasal Interview only. The interview will
include a number of predetermined job-related questions. In order to obtain a poistion on the
eligible list, a minimum rating of 70.00% must be attained in the interview. CANDIDATES
WHO DO NOT APPEAR FOR THE INTERVIEW WILL BE DISQUALIFIED.

Qualifications Appraisal -- Weighted 100.00%

It is anticipated that the interviews will be held in Sacramento during the month of
June 2010.

KNOWLEDGE AND ABILITIES

ALL LEVELS:

Knowledge of: Principles, practices, and trends of public and business
administration, including management and supportive staff services such as
budget, personnel, management analysis, planning, program evaluation, or
related areas; principles and practices of employee supervision, development,
and training; program management; formal and informal aspects of the
legislative process; the administration and department's goals and policies;
governmental functions and organization at the State and local level;
department's Affirmative Action Program objectives; and a manager's role in the
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Affirmative Action Program and the processes available to meet affirmative
action objectives.

Ability to: Reason logically and creatively and utilize a variety of analytical
techniques to resolve complex governmental and managerial problems; develop
and evaluate alternatives; analyze data and present ideas and information
effectively both orally and in writing; consult with and advise administrators or
other interested parties on a wide variety of subject-matter areas; gain and
maintain the confidence and cooperation of those contacted during the course of
work; review and edit written reports, utilize interdisciplinary teams effectively in
the conduct of studies; manage a complex Staff Services program; establish and
maintain project priorities; develop and effectively utilize all available resources;
and effectively contribute to the department's affirmative action objectives.

SPECIAL REQUIREMENTS

SPECIAL PERSONAL REQUIREMENTS

ALL LEVELS:

Demonstrated ability to act independently, open-mindedness, flexibility, and tact.
DISCLAIMER

Please click on the link below to review the official California State Personnel Board
class specification:

hitp://sph.ca.govijobs/resources/jobspecs.him
GENERAL INFORMATION

For an examination with a written feature, it is the candidate's responsibility to contact the
State Military's testing department three days prior to the written test date if he/she has
not received his/her notice of appointment.

For an examination without a written feature, it is the candidate's responsibility to contact
the State Military's testing department three weeks after the finial filing date if he/she has
not received his/her notice.

If a candidate's notice of oral interview or performance test fails to reach him/her 3 days
prior to their scheduled appointment due to a verified postal error, he/she will be rescheduled
upon written request.

Examination Locations: When a written test is part of the examination, it will be given in
such places in California as the number of candidates and conditions warrant. However,
locations of interviews or performance evaluations may be limited or extended as conditions
warrant.

Applications are available at www.jobs.ca.gov, State Personnel Board offices, local offices
of the Employment Development Department and the testing department on this job bulletin.

If you meet the requirements stated on this bulletin, you may take this examination, which
is competitive. Possession of the entrance requirement does not assure a place on the
eligible list. Your performance in the examination will be compared with the performance of
the others who take this test, and all candidates who pass will be ranked according to their
scores.

The testing department reserves the right to revise the examination plan to better meet the
needs of the service, if the circumstances under which this examination was planned
change. Such revision will be in accordance with civil service laws and rules and all
competitors will be notified.

Candidates needing special testing arrangements due to a disability must mark the
appropriate box on the application and/or contact the testing department.

General Qualifications: Candidates must possess essential personal qualifications
including integrity, initiative, dependability, good judgment, and ability to work cooperatively
with others; and a state of health consistent with the ability to perform the assigned duties of
the class. A medical examination may be required. In open examinations, investigation may
be made of employment records and personal history and fingerprinting may be required.

Eligible Lists: Eligible lists established by competitive examination, regardless of date, must
be used in the following order: 1) sub-divisional promotional, 2) departmental promotional, 3)
multi-departmental promotional, 4) service-wide promotional, 5) departmental open, 6) open.
When there are two lists of the same kind, the older must be used first. Eligible lists will
expire in one to four years unless otherwise stated on the bulletin.

If Promotional Examinations Only: Competition is limited to employees who have a
permanent civil service appointment and military veterans that meet all the minimum
qualifications. Under certain circumstances, other employees may be allowed to compete
under provisions of Rules 234, 235, and 235.2. State Personnel Board Rules 233, 234, 235,
235.2, and 237 contain provisions regarding civil service status and eligibility for promotional
examinations. These rules may be reviewed at departmental personnel offices, at the State
Personnel Board office or www.jobs.ca.gov .

If High School Equivalence is Required: Equivalence to completion of the 12th grade may
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be demonstrated in any one of the following ways:1) passing the General Educational
Development (GED) Test; 2) completion of 12 semester units of college work; 3) certification
from the State Department of Education, a local school board, or high school authorities that
the candidate is considered to have education equivalent to graduation from high school; 4)
for clerical and accounting classes, substitution of business college work in place of high
school on a year-for-year basis. NOTE: For peace officer classifications please refer to
the testing department for special requirements.

Veterans’ Preference Points: California Law (Government Code 18971-18978) allows the
granting of Veterans’ Preference Points in Open entrance and Open, Non-Promotional
entrance examinations. Veterans’ Preference Points will be added to the final score of all
competitors who are successful in these types of examinations, and who qualify for and have
requested these points by mail. In Open entrance examinations, Veterans’ Preference
Points are granted as follows: 10 points for veterans, widows, and widowers of veterans,
and spouses of 100% disabled veterans; and 15 points for disabled veterans. In Open,
Non-Promotional entrance examinations, Veterans’ Preference Points are granted as
follows: 10 points for veterans and 15 points for disabled veterans. Employees who have
achieved permanent State civil service status are not eligible to receive Veterans' Preference
Points. Permanent State civil service status means the status of an employee who is lawfully
retained in his/her position after completion of the applicable probationary period. This
includes permanent intermittent, part-time, and full-time appointments. In addition,
individuals who at any time achieved permanent State civil service status and subsequently
resigned or were dismissed from State civil service are not eligible to receive Veterans’
Preference Points. Veteran status is verified by the State Personnel Board (SPB). Directions
to apply for Veterans’ Preference Points are on the Veterans’ Preference Application (STD.
Form 1093) which is available at www s g
801Capitol Mall, Sacramento, CA 95814 and the Department of Veterans Affairs.

Career Credits: In open, non promotional examinations, career credits are granted to: 1)
State employees with permanent civil service status, 2) full-time employees of the state who
are exempt from State civil service pursuant to the provisions of Section 4 of Article VII of the
California Constitution, and who meet all qualification requirement specified by the Board
and have 12 consecutive months of service in an exempt position, and 3) individuals who
have served one full year in, or are graduates of, the California Conservation Corps
(eligibility shall expire 24 moths after graduation from the California Conservation Corps).
Three points are added to the final test score of those candidates who meet the above
criteria, and who are successful in the examination. Such examinations cannot be for
managerial positions described in Government Code Section 3513. Competitors not
currently employed in state civil service who have mandatory reinstatement rights may also
be eligible for career credits, buy they must explain their service status in the appropriate
section of the application Form 100-678. (Section 4 of Article VII of the California
Constitution is posted at the State Personnel Board, 801 Capitol Mall and Sacramento).

Felony Disqualification: You are disqualified from being employed as a peace officer if: (1)
You have been convicted of a felony in California or any other state; (2) you have been
convicted of any offense in any other state which would have been a felony if committed in
California; (3) you have been charged with a felony and adjudged by a superior court to be
mentally incompetent; (4) you have been adjudged addicted or in danger of becoming
addicted to narcotics, convicted, and committed to a State institution. If you have been
convicted of a felony, you may be allowed to participate in this examination if your conviction
(s): (1) has/have been sealed under Penal Code Section 851.7, 851.8, 1203.45, or Health
and Safety Code Section 11361.5; (2) has/have been expunged or is/are expugnable
pursuant to Health and Safety Code Section 11361.5 regarding marijuana offenses; (3)
was/were stipulated or designated to be a lesser included offense of marijuana possession
under Health and Safety Code Section 11557 or 11366.

TTY is Telecommunications Device for the Deaf and is reachable only from phones
equipped with a TTY Device.

State Military Department, 9800 Goethe Rd, Box 27, Sacramento CA 95827
(916) 854-3138 TTY number 1-800 735-2929

Click on a link below to apply for this position:

Fill out the Apply Onling .
Application NOW s M
using the Internet.

If you did NOT apply online and need to update your location

preferences, time-base/ tenure and other preferences, you can print a
Print Personal customized pdf version of the Parsonal Preferance Form. If you did
Preferences Form, apply online, you can easily update your preferences from your

personal status board for each recruitment by logging in to your

Status Board.

View and printthe A State of California application form is required for this recruitment.
?fﬂclal. application  You may print this Acrobat PDF document and then fill it in.
orm as an
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Acrobat pdf file,

Contact us via You may contact us by phone at (866) 844-8671, or e-mail'at
conventional JobExamCerts@sph.ca.goy, or apply for a job in person at the
means. California State Personnel Board.

You will need Acrobat Reader to download a .pdf file. If you don't have it and want to
download the paper application and, if required, supplemental form, click here

Get Acrobat* |
first.— &m*‘ﬂ‘%
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